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Instructions for Completing the School and Staff Administration Data Collection

Overview

School and Staff Administration data collection using the web form includes updates to the
following information for the 2004-2005 school year:

School division address, phone information and school year calendar

Division superintendent or agency administrator

Paired schools

Ingtitution (school) and address, phone, grade, administrative type, operation status, and
annex information

School principal

Focus areas (program categories)

School division staff information

School division contact information

School year calendar

Updates must be completed using the web-based form and must be completed by August 1,
2004.

The web-based form alows updates to the information for schools that are recorded in the
Department of Education (DOE) database. Updates to institution information such as low grade
and high grades, institution administration type, school accreditation type and operation status
are only permitted during July and August. Thisinformation is used to establish the organization
of institutions for the school year.

The following updates require completion of the " Request to Open/Close a School” form
and assignment of a school number prior to making any updates through the web-based
form:

Adding new ingtitutions (schools, centers, or programs),

Closing ingtitutions, or

Updating the low/high grades of an institution that results in a change in the
administration type.

Data Administration will then assign a school number and add the new school to the database
so the other information can then be updated through the web-based form.

Updates to your information will be reflected on the following day in the Virginia
Educational Directory on the Department of Education’s Web site.

Upon completion of updates and final review, a school and staff administration verification
report can be accessed from the Web form. The report must be printed and signed by the
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division superintendent, or authorized designee, and returned to the Department of Education on
or before August 15, 2004. Additional changes to the data for the 2004-2005 school year should
be made throughout the year as they occur using the web-based form. However, no changes
that will be effective for the 2004-2005 school year should be made until after July 1, 2004.

Updates to your information will be reflected on the following day in the Virginia
Educational Directory on the Department of Education’s Web site.

Instructions for Updating the School and Staff Administration Data Collection

Clearing Cache

Prior to logging in to the web-based form for updating school and staff informetion, you
should set the browser so it clears memory and disk caching. Instructions follow for both
Internet Explorer and Netscape.

If the Internet browser isInternet Explorer, select Toolsfrom the browser’s tool bar
(see Figure 1). From the dropdown box select | nternet Options.

tezs | Toolz Help

]| Mail and Mews v | R
“Windowsz Llpdate | ‘ ’ﬁ

k12 Show Related Links

Figure 1. Internet Explorer Tools Menu

From the Internet Options window, select Setting in the Temporary Internet files (Figure
2).

Click on "Every visit to the page’ to set the browser so the latest version of the page is
aways displayed (Figure 3).
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Figure 2. Internet Explorer Options

mnia Denaibmen g it T= 20E it plerne 4
nternet Options E b

General I Securit_l,ll Contentl Connectionsl Frograms I Advancedi

= S ettings K

Check for newer versions of stored pages:
o =
" Ewery time you start Internet Explorer
" Automatically

i Mewver

— Tempoarary [nternet files folder
Current location: C: WM DOWSAT emporary Internet Filesh

Amount of dizk space to use:

1 =
. = =
Move Folder... Wiew Files. .. i “iew Objects... I
Ok I Cancel I
Ok I Cancel I Lpply |

Figure 3. Internet Explorer Page Version Setting

If the Internet browser is Netscape, select Edit from the menu and then click on
Preferences as illustrated in Figure 4.

Figure 4. Netscape Edit Menu
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In the list of categories on the preferences box, click on the plus sign (+) beside
Advanced to see the subgroup of categories. Click on Cache to see the cache options. Click on
the buttons “Clear Memory Cache” and “Clear Disk Cache” to ensure that the most recent
version of the form is showing (Figure 5).

LCategarny:
=8 A_ppealance
i Fants

i Colors

Dezignate the zize of the cache

E Mavigator The cache iz uzed to keep local copies of frequently accessed
. lelanguages documents and thus reduce time connected to the network. The
i Anplicati Feload button will always compare the cache document to the nebwork.
SDD 'f‘; IS, atd show the most recent ane.
marl rowEIng
3 b zil & Mewsaroups Memory Cache: I‘I 024  KBEptes Clear Memary Cache |
[+ Roaming Access :
: Composer Disk Cache: I?EBU EBytes Clear Dizk Cache |
E 1 fine Dizk Cache Folder: IC:\F’roglam Files\Metscapehl zershdefault\Ca
Chooze Folder... |

Smartlpdate Document in cache iz compared to document on network:
& Once per session
" Evemy time

= Mewver

Ok I Cancel Help

Figure 5. Netscape Cache Preferences

Accessing Single Sign-On for Web Systems

The initia screen for accessing the school and staff administration input screen will be
the login screen for the Single Sign-On for Web Systems (SSWS). Each system has security
based on user names and passwords and runs on a secure Web-server, which protects data as it is
transmitted over the Internet. To simplify the process for school divisions where asingle
individual may have the responsibility for submitting data for many data collections, the SSWS
will enable individuals to sign-on to al applicable Web submissions using the same user name
and password.

The SSWS can be accessed from the Virginia Department of Education’s Web site at
http://www.pen.k12.va.us by selecting “Reports’ at the top of the homepage or “Data and
Publications’ at the bottom of the page. Then select “School and Staff Administration Data
Collection 2004-2005.” The complete address for accessing web-based form is
http://www.pen.k12.va.us/\VVDOE/Publications/ADMN/datacoll/coll.htm. Click on the Web
Form link and you will be prompted for a user name and password (Figure 6).
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T __
ol

el e

Figure 6. Login Screen

If you have entered any incorrect login information, the message “Login Incorrect” will
appear on the screen (Figure 7).

|
Login Incorrect

Ple ame Try Sgain

Click Here To Contimue

Figure 7. Incorrect Login Screen

Accessing the DOE School and Staff Administration Web-based Form

If the Internet browser is a version of Netscape lower than 6.2, error messages will be
encountered when saving updates to the School and Staff Administration Web-based form.

Once you are logged into the Single Sign-on Web Application, you will see alisting of
all applications that you have access to (Figure 8). Click on “School and Staff Administration”
to access the Web-based form that allows you to update information for the School and Staff
Administration Data Collection.

Weleome
M, William Winder

HFlease select one of the Applications listed helos

(Applicasion Mama | Agplicatian Typu

Schosl and Siafl Adminidration Data Enfry Weh Form

Click Hore to Change Your Pasnasrd

Figure 8. Applicationsthat User Can Access
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The SSWS application allows users to change their own passwords. Click on the “Click
Here to Change Your Password” link and a screen will appear that requests your old password
and a new password (Figure 9). All passwords will appear as asterisks (********)  The
password must be at least eight characters, contain at least one non-alphabetic char acter,
and be different from the user name. Typein your old and new password information.

Old Password [

Hew Password
Retype New Password to Confirm

The password must be at least § characters. It must have at leas
ong non-alphabetic character and cannot be the same as the
gk,

Save

Figure 9. Changing Password

Following each attempt to update your password, you will get a message that lets you
know the results. If the password update was successful *Password has been updated” will
appear and you should click on “Click Here to Continue” to return to the listing of applications.

If the password update was not successful, you will get a message such as “ The new
password cannot be the same as the old password, please try again” or “Y ou have entered an
invalid existing password, please try again” to notify you that the password needs to be entered
again. You should click on “Click Here to Continue” and go back and enter the old and new
password information.

Once you are logged into the School and Staff Administration Data Collection, the
School Division data will appear on the screen. The school division number and name will
appear in the heading. A menu is provided on the left-hand side of the screen and lists the
following options: School Division, Institution (school), Staff, Verification Report, Instructions,
VDOE Sign-on Home, and Log Ouit.

Updates to the data on the screens can be done by clicking in the appropriate field and
using the arrow/backspace keys to delete the existing data and typing the updated information or
by highlighting the information in the appropriate field and then typing the updated information.
A Save button is provided on all screens except the Focus Areas page and must be clicked in
order to save any changes. Once the Save button has been clicked, the changes are saved to the
database. The Reset button alows you to go back to the origina data that were on the screen
before you began entering changes, provided you have NOT clicked the Save button.

In Netscape version 6, when clicking the Save button for updates, a Confirm Message
Box will appear that asks “Do you want to member the values you filled in?” If you click on
YES, the updates will be saved and the Confirm Message Box will continue to appear when
updates to other fields are done on the screen. If you click on NEVER FOR THIS SITE, the
updates will be saved and the Confirm Message Box will no longer appear for other updates on
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the screen. If you click on NO, the updates will not be saved and the Confirm Message Box will

continue to appear when updates to other fields are done on the screen. The Confirm Message
Box does not appear in versions of Netscape lower than 6.0.

x

—

Q?) [io vou wank ko remember the values wou filled in?

Mever For this site | Mo |

Figure 10. Confirm M essage Box

School Division Update Information

Click on the School Division menu option (found on the left side of the screen) to select
the appropriate screens to update the school division information. Screen tabs provided are EA

(schoal division) Details, EA Admin (school division superintendent or agency administrator),
Calendar and Paired Schools, and Triennial Census.

EA (School Division) Details Screen

The screen provides the opportunity to update data on the school division. It is popul ated
with the division name, the education agency (division) type, regiona group information,
operation status, telephone, fax numbers and address information as they currently appear in the
Department of Education database.

El Edil Wi o Communcetor Hep

{;?'ﬂﬁ}aa_fﬂ_d-#ﬂfi

Bach, | frmerlan Aeand Haoies FEaroh Meoape ] EaCunibd Shop

il k" Bockeeks e Locaoe: [ /e b vek 1 oed eduds chidi smvd pevech ool cannonipov D i OhoeTab Canbaner o v Al What's Fislaind
7 B Wambmz Gl webbel B Coreciors H) Bielowre [H Smmitpdaie [ Mkisiacs

School and Stafl Admdinistration ol - ACCORMACE CO PBLC SCHE

Schonl Division E& Datails

TMame: Accomack Ceunty Peblic Schoels Ed Agency Type: BEEGLOCAT
Regional Group: BEGIORAL STUDT GEROUF MO, O Oparadon Stavas: Open

Ares Code: |[757  Phone Mumbers ﬁu-.r.rsq Aren Code: (757 Fax MNamber: Fd'-‘lil!l

Bailing Adidress L [Bo Bow 330 City: [Rocomac

Address:  jddrass 3 I Srate: Iﬁ Eip: |zza01 .]

Sreat Hddress 1 13258 dourthouse Ave Cltyr [hocomac

Address:  address 2 | Srata: Iﬁ Fip |zza01 1

Save I R I Click hare ¥ mailng addrass 12 1ha same @ aireat sddiess

Figure11. EA Details Screen

Instructions for Completing the School & Staff Administration Data Collection (Revised 6/2/04) Page 10 of 30



School and Staff Administration Data Collection
2004-2005 School Y ear

The school divisions of Bedford City and Fairfax City who contract with other school
divisions in the reporting of school information should only update the information for their
school division on the EA Details, the EA Admin and the Calendar screens.

Data that can be updated for the school division are the telephone, fax numbers and the
address information. YOU MUST CLICK ON THE Save BUTTON to save any changes that
have made. Clicking on the Reset button will cancel any changes, provided you have not clicked
the Save button.

The screen does provide error checks to ensure valid data such as numeric data for phone and fax
information. When you click on the Save button, alink displaying the text * Click here to
continue’ will display. You will automatically be redirected back to the EA Details screen that
will display the updated information.

Address Information

The mailing address, the primary address to which mail is delivered, and the street or
delivery address, used for the delivery of goods that are maeintained in the Department’ s database
are provided. If the address for both the mailing and street are the same in the DOE database,
only the street address is displayed on the screen. If the two addresses are different, each address
is displayed separately on the screen.

If updates are necessary for the address information, the following procedures should be
followed:

Highlight the address that needs to be changed and type in the changes, click the Save
button. A link displaying the text ‘ Click here to continue’ will display. You will automatically
be returned to the detail screen with the updated changes.

Click on the button "Click hereif mailing addressisthe same as street address’ if
different addresses are displayed on the screen but the yodate should reflect that both the mailing
and street addresses are the same. A link displaying the text ‘ Click here to continue’ will
display. You will automatically be redirected back to the EA Details screen and only the street
address is displayed.

Click on the button “Click to add mailing addressif different from street address’ if
only the street address is displayed on the screen and you need to update the file to add a
different mailing address. Y ou will automatically be redirected back to an EA Details screen that
includes the street address information in both the street and mailing addresses. Update the data
to show the correct mailing address, and click on the Save button to save the updated
information.
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EA Admin (School Division Superintendent or Agency Administrator) Screen

The screen provides pre-populated information as it currently appears in the DOE
database.

Fie Edt Wew Go Commoeicslol Hep
= Gt : -
2 # A N 2 @ S & O H
i Bak.  —weinl Feloed  Home  Seach Mebwapn Panl Semsdy  Shes v
B T Eockmaika K Lot [hime 7en0 vak 2addatachidconvvdmetacho icominie s D EICIDN GaT abComarel b %) WG Whets ekl
G ) Merbers |50 Webtal |8 Caneections (B Bizlouma (3] Srmenlpdsie () Meiplcs

School and Stall Administration 001 - ACCOMACE CO FELC SCHS
Schonl Divislon EA Details | E& 2dmin

Alne H r. =

First Iame; [u.
Middle Wame: [p1onard

Last Wame: [pu11

School Dhision

l |‘: Fution

Mame Suffix; |Jr 'I

Joks Tatle: iﬂuper intEnd=nt

Area Code: i"-‘f-"-' Fhone Mumber: ]'?B"-'S‘?S'I

Area Code: -|TST Fax Nuwnber: [Ta7:951

Ernail Addvess: [d1v001fpen. 212 e us

Emee | Delete | Reset |

Figure12. EA Admin Screen

Updates can be made to the superintendent or agency administrator data that currently
exists in the database or new information (name prefix, first name, middle name, last name,
name suffix, job title, phone, fax number and email address) can be inserted. Down arrows are
provided for the name prefix and suffix fields to select the appropriate data. Click on the Save
button to save the updated information. Clicking on the Reset button will cancel any changes,
provided you have not clicked the Save button.

Updating Existing EA Admin Information

Click in the appropriate field and update the information. Click on the Save button to
save the updated information. Clicking on the Reset button will cancel any changes, provided
you have not clicked the Save button.

Vacant EA Admin Information

If the superintendent or agency administrator position is currently vacant, you must delete
the existing information by clicking on the Delete button. A screen will automatically be
displayed with the message, “The Superintendent Position is currently VACANT.” When the
new information is available, click on the Superintendent tab to return to the superintendent
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screen. The screen will display the message, “ The Superintendent Position is currently
VACANT.” Click onthelnsert button and enter the data for the new superintendent in the
appropriate fields. Click on the Save button to save the updated information. Clicking on the
Reset button will cancel any changes, provided you have not clicked the Save button.

Schood and Srafl Adsinlsrration 01 - ACCORMACE OO PELC SCHS

Schenod Divison

The Superintendent position is currently VACANT

School Division

Figure 13. Vacant Superintendent Screen

S MGTINE  SOWEDNGE ) LOWRCHDR [l HOIGRS [ SWaUpads S MEDa

&chool and Stafl A dministratien 0L - ACCOMACE COPELC 8CHE

Fist Name: |
Nefiddle Waawe: |

Last Nagme: [Vecant

Hame Suffi: [ =]
o Tile: [

HArea Cade: I—- Fhone Mamber: I
Arwa Code: l_ Fax I‘Tunhe:l',i

Email Addvass: |

S:ﬂl Ciclals | ‘Resct |

Figure 14. Superintendent Insert Screen
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Calendar Screen

This information will help in answering questions from the General Assembly and others
throughout the year as well as assisting in the planning dates for assessment activities. Updates

of dates needed because of inclement weather or other circumstances can be done using the web-
based form.

TSR DN | CEERE LRI R LI LSS g L I g Leerap J IV g L I |

School and Staff 001 - ACCOMACK COPBLC
Administration SCHS

i

< Depariment of Eihucation
School Division Calendar
School Year: 2002 - 2003

o

Total Days Planned: I Summer School Offered? @N

Date Formats are YYYY-MM-DD

Opening Date: | =
Winter Break Begins: | ET:[  E
Second Semester Begins: | =
Spring Break Begins: | BT:[ =
— Closing Date: | =

Figure 15. Calendar Screen

In the Total Days Planned field, insert the total number of days planned for the 2004-
2005 school session. For the Summer School Offered field, click either Y (Yes) or N (No). For
all date fields, you can insert the date but the format must be a four-digit year, month and day
(i.,e, YYYY-MM-DD). A messageis provided on the screen of the date format. Y ou can use
the dropdown calendars to select the appropriate date. Click on the dropdown calendar for each
date field to display the calendar, and then select the appropriate month, day and year. Click on
the Save button to save the information. Clicking on the Reset button will cancel any changes,
provided you have not clicked the Save button.

The following edit checks have been incorporated for the dates:

The Opening Date must be the earliest date specified on the page

The Winter Break Begins Date must fall after the Opening Date

The Winter Break To Date must fall after the Winter Break Begins Date

The Spring Break Begins Date must fall after the Second Semester Begins Date
The Spring Break To Date must fall after the Spring Break Begins Date

The Closing Date must fall after the Spring Break To Date
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Paired Schools Screen

An institution that does not offer a grade that is tested in the Standards of Learning (SOL)
assessment program or offer courses that require an end-of-course SOL test must be paired with
another institution that does offer the appropriate testing grade or course. The paired schools
screen provides the opportunity to assign ainstitution(s) that does not offer SOL tests with an
ingtitution that does offer SOL tests. Click on the Assign button by the first school that needs to
be paired.

wwwww g g o g e s
School and Staff 001 - ACCOMACK CO PBLE :
Rdministration SCHE S rw Mliate

Bchenl Divisivn

Pared Schooks

A school that dees wat howse a grade dhar ks tested in the Srandards of Tearnlng (90L) assessmens
program of offer conrses that requive an ewd-ef-comse SOL test st be pamedd with anether schiol
with which it has & feader relationship and a grads to e tostad.

Sehoals that do not effer SOL tests Faired School that affers S0L tests Assign
220 - ACCOMACPRIMARY EG-02) &S00 - EEGITANE ELEMENTARY. TFE-05 | Assign

Instuctions

Figure 16. Assign a Paired School Screen

Click on the Select button to select a school from the listing of schools that the school
listed at the top of the screen needs to be paired with. Once the school has been selected, click
on the Return to Paired School List to return to the assign paired school screen.
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Administration BCHS Ao SRl
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Figure 17. Select Paired School Screen
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Triennial Census Screen

The Triennial Census is not being conducted during the 2004-2005 school year. The
screen displays the message “The Triennial Censusis conducted every threeyearsand it is
not required for this school year.”

[ MEMDEr: |48 WEDMAal (=8 LONNeCUOns =9 SiJOunal =8 2MmamJpdate =8 MEpace

School and Staff Administration 001 - ACCOMACK COFBLC SCHS =7 f

Criiad¥
< Tmartmart of trucation

School Division EA Details | EA Adm Calendar I Paired Schools | Triennial Census

The Triennial Census is conducted every three years
and 1t is not required for this school year.

Log Out

Figure 18. Triennial Census Screen

Institution Update Information

The institution details screen will provide a listing and information on all opened and
closed institutions (schools) and annexes as listed in the Department’ s database. Information for
all institutions should be reviewed since the status of an institution may change from year to year
(i.e. the institution’ s operational status of open for one year and closed for another). If changes
are not necessary for any institution or annex, no action is required.

A drop-down list is provided to select a particular institution. Using the down arrow,
select the appropriate ingtitution. Click on the Show Details button. This will display the
following information: the institution name, the Department of Education (DOE) institution
number, the NCES (National Center for Education Statistics) number, the DOE accreditation
type, class schedule, low grade, high grade, institution administration type, operation status, year
round flag, SOL test offered flag, the administration institution number, year round approval
date, phone number and address as they currently appear in the Department database.
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School and Staff Administration 090 - SURRY CO PELC SCHS

Institution o D -y

SURRY COUNTY HIGH
SURRY ELEM

z] = Show Datails

Institution: 30 LUTHER F JACK S0 MIDDLE
Nees Institation Num: 1201 Acered Type: Frov Acered-2I
Low Grade: 05 High Grade: 08 Operation Status: Open
Institution Admin Type: Pubbe school - Bepular Admin Institation Mum.: J

SOL Test & 1 Year T ¥ Year Round Approval Date 1—-31
Offered? © M Round? & 17 YYYY-MM-DD):
Class Schedule
Configuration:

Area Code: (757 Phone Number: ]z 672810

7 penod -

Address 1'.3'1255 Mew Design Bd City: |Dc:r.ch:c~:r.

Addregs 2: | State: [vx Zip: [e3s3s _[ez1z

Save | Reset J Click 1o add mailing addreze if differan? from street address

Address:

i

Figure 19. Institution Update Screen

The administration ingtitution number field is used to provide the DOE ingtitution number for the
parent school of the annex. Only institutions listed as an annex should provide data in this field.

Updates for an institution should be made on all screens (the institution detail screen, the
principal screen, and the focus areas screen). When the updates for an institution have been
completed, return to the institution details screen to select another institution from the dropdown
list and perform the updates.

Dropdown lists are also provided for the low grade, high grade, class schedule, and year
round approval date fields. For the year-round flag and SOL test offered flag, click either Y
(Yes) or N (No). For the year-round approval date field, you MUST use the dropdown calendar.
Click on the down arrow to display the calendar and select the appropriate month, day and year
from the calendar.

Low Grade/High Grade

The low grade and high grade reflect the lowest and highest grades in which regular day
school membership is reported (e.g., PK-03, K-08, or 10-12).

Centers (vocational education, special education or alternative education) are organized
for the instruction of a specific program for pupils whose official attendance records are
maintained in institutions that report their membership. For centers, annexes, and closed
ingtitutions, no grade should be reported for the low and high grades. Select the NONE field in
the low-grade and high-grade dropdown lists.
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Address Information

The ingtitution’ s mailing address, the primary address to which mail is delivered, and the
street or delivery address, used for the delivery of goods that are maintained in the Department’s
database are provided. If the address for both the mailing and street are the same in the DOE
database, the street address is displayed on the screen. If the two addresses are different, each
address is displayed separately on the screen.

If updates are necessary for the address information, the following procedures should be
followed:

Highlight the address that needs to be changed and type in the changes, click the Save
button. A link displaying the text ‘ Click here to continue’ will display. Y ou will automatically
be returned to the detail screen with the updated changes.

Click on the button "Click hereif mailing addressisthe same as street address' if
different addresses are displayed on the screen but the update should reflect that boththe mailing
and street addresses are the same. A link displaying the text ‘ Click here to continue’ will
display. You will automatically be redirected back to the EA Details screen and only the street
addressis displayed.

Click on the button “Click to add mailing address if different from street address’ if
only the street address is displayed on the screen and you need to update the file to add a
different mailing address. Y ou will automatically be redirected back to an EA Details screen that
includes the street address information in both the street and mailing addresses. Update the data
to show the correct mailing address, and click on the Save button to save the updated
information.
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Principal

The screen provides pre-populated information onthe principal as they currently appear
in our database.

School and Stafl Administration 090 - STRREY C0 PBLC SCHSE
O Frincipal

30 - LUTHER P. JACKEON MIDDLE

Name Prefiz: [Mr. =
First Fame: [4lvio

Niddle Wame: [0,

Stafl

Insdruictinns

Last Name: [0l 1300

Hame Suffix: I -
Joh Title: [Frincipal

Email Address: |Loimiddl=fyahoo  com

Save| Dalste | Ressl |

Figure 20. Principal Screen

Updates should be done in the appropriate fields. Click on the down arrows for the name
prefix and suffix fields to select the appropriate data. Click on the Save button to save the
updated information.

If the principal position is currently vacant, you must delete the existing principal
information by clicking on the Delete button. A screen will automatically be displayed with the
message, “The Principa Position is currently VACANT. When the new principa information is
available, return to the principal screen. The screen will display the message, “ The Principal
Position is currently VACANT”. Click on the Insert button and enter the data for the new
principa in the appropriate fields. Click on the Save button to save the updated information.
Clicking on the Reset button will cancel any changes, provided you have not clicked the Save
button.
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School and Stalf Administration 090 - SURRY CO PELC 8CHR b .r‘hﬁf
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30 - LUTHER F. JACKEON MIDDLE

The Principal position is currently VACANT

Insen |

Figure 21. Principal Vacancy Screen
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p
" Tazarimart of Hocakian

Institution Principal

30- LUTHER P. JACKSON MIDDLE

Name Prefix: I - I

First Name: I

Middle Name: |

Last Name: Ivac ant

Name Suffix: I Yl

Job Title: |
Log Out Email Address: |

.‘Sa\rel Delete | Reset |

Figure 22. Principal Insert Screen
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Focus Areas Screen

Focus areas or specialized programs offered in each ingtitution are listed in the Assigned
box as they currently appear in the Department's database. The Available box contains alisting
of the areas/specialized programs for which DOE maintains information.

Sehonl and 5tall ddministratiom 090 - SURRY C0 FBLC BCHE
batitution Inghtition Details § Principal § Focus dmas

30 - LUTHER P, JACES(N MIDDLE
Sehool Vear: 3002 - 2003

Avallable Aeglaned

SdultfContin - Rogular
Allemadie ‘Specia Ed
Chartar Talemted"Gifted

ESL Ttlel-TrgtAs=t
Ever Sxait = :

Figure 23. Focus Area Screen

Highlight the focus areas to select them. You may highlight and move one area at a time,
or you can move multiples by holding either the Shift key or the Control key and then selecting
the areas. Use the forward Double Arrows (>>) to move areas from the Available box to the
Assigned box, or use the back Double Arrows (<<) to move information from the Assigned box
back to the Available box if the area/program no longer exists in the school. The information is
automatically saved when you click the double arrows to move it to the Assigned box or deleted
when you move the area back to the Available box.

An ingtitution can have one or more focus areas. Please verify the focus area
information with program coordinators, i.e. Special Education, Title |, to ensure all areas
areincluded.

Focusareasare:

Alternative — a school or center organized for aternative programs of instruction. (NOTE:
centers will not report low and high grades)

Charter — a school providing free public elementary and/or secondary education to eligible
students under a specific charter granted by the state legislature or other appropriate authority,
and designated by such authority to be a charter school.

Adult/Continuing — a program of instruction provided by an adult/continuing education
instructional organization for adults and youth beyond the age of compulsory school attendance.

Instructions for Completing the School & Staff Administration Data Collection (Revised 6/2/04) Page 21 of 30



School and Staff Administration Data Collection
2004-2005 School Y ear

Even Start — a program that provides family-centered education projects that help parents
become full partners in the education of their children.

ESL — a program of instruction and services in which students identified as Limited English
proficient are placed in regular immersion instruction for most of the school day but receive
extra instruction in English for part of the day.

Head Start — a federally funded child development program that provides health;
educational; nutritional; social; and other services primarily to economically disadvantaged pre-
school children.

IB — (International Baccalaureate) a program established to provide an internationally
recognized; interdisciplinary; pre-collegiate course of study.

Governor — a school established through the organizational concept of creating a
Community of Learners that serves gifted high school students who meet specific admissions
criteriafor advanced educational opportunities in science, mathematics and technology.

Migrant — a program of instruction and services for those children who move periodically
with their families from one school to another in a different geographical area in order that a
parent/family member may secure seasonal employment.

Pre-School Child Care — a school-operated program that provides austodia care of pre-
school students enrolled in a school or system before school day starts and/or after a school day
ends.

Special Education — a service especialy designed and at no cost to the parent/guardian that
adapts the curriculum; materials, or instruction for students identified as needing specia
education.

School Age —aschool-oper ated program that provides custodial care of school-age students
enrolled in a school or system before school day starts and/or after a school day ends.

Specialty Center/Magnet — a school within the public education that has been designed to
provide an academic or social focus on a particular theme and/or attract students of different
backgrounds for the reducing or preventing racia isolation.

Remedial — a program designed to develop specific cognitive skills from a deficient level to
one that is appropriate to the educational abilities and aspirations of the student.

Technical Prep— a program that offers four-year planned sequence of vocational-technical
instruction beginning in the eleventh grade.

Talented/Gifted — programs that provide special educational opportunities including
accelerated promotion through grades and classes and an enriched curriculum for students who
are endowed with a high degree of mental ability.

Titlel-Assisted — a school designated under appropriate state and Federal regulations as
being digible for participation in programs authorized by Title 1of Public Law 103-382. Target
assistance is designated where the school received funding for title 1 services to meet the needs
of the educationally disadvantaged students only and the poverty percentages must be at least
35% or above the district wide average.

Titlel School - a school designated under appropriate state and Federal regulations as being
eligible for participation in programs authorized by Title 1of Public Law 103-382. A school-wide
program designates the school as Title 1 because of high poverty (50% or greater) and the need
to assist all students particularly, the educationally disadvantaged students in meeting high
academic standards.
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Vocational —a school or center organized for a program that offers a sequence of courses
that are directly related to the preparation of individuals for paid or unpaid employment in
current or emerging occupations requiring other than a baccalaureate or advanced diploma.

Annexes

Some schools comprise more than one site for the administration of its program. The
additional site(s) is an annex. Annexes are included in the drop-down list of al institutions. The
following information is displayed for annexes: the name, the Department of Education (DOE)
institution number, the institution administration type, operation status, the administration
institution number (the parent school), and address as they currently appear in the DOE database.
Fieldsto update for annexes are the administration institution number, area code, phone
number and addressinformation. Low and high grades, accreditation type, SOL test offered,
year round indicator, year-round approval date, phone number and class schedule configuration
information are not required for annexes. Principal and focus area information are not required
for annexes.

Fla Edi Vi Bo Commoniceic Helo
4« F A X a @O < & @B # N
Each Foive  Felned Homi: Seach Matesaps Piinl Saciaip Skop =I5
£ "Bnckmabs A Localin [hioe /ol ek 12od ndufschad porswokoed ool ormmon e Aretiuion | dolantamer pn. =) MG Wiaks Fleisced
o (B meombere |3 wotkial [ Coweoies [ Belcurd Bl snantpdan B Miples

113 - RICHMOND CITY FELC

School and Sraff Administration RCHS

r

" It iim

Instittion Details

& . HORRELL ELEM
AOLLT CAREER DEV. CTR.
ALBERT HILL MIDDLE
AMELLS STREET 5P ED
ARMSTRONG HIGH
BELLEYUIE MODEL ELEM.
ENMNFORD MDDLE
EILACHAVELL ELEM

ERCOAD ROCK ELER d Shioet Details
YOIOE Sign-Cin

Homa Tnestitmtion: 3171 & V. HOERELL AMNEX
INeas Institn@on Mum:  Acerad Types Mot Apphicabls
Lirw Grade:  High Grade:  Operatien Stams:  Cpon
Institwtion dulmin Type: Pubbc school - Annex Admin Institution Mum.: Fl:-l:l_.-

[Dacuned Done oS b 2 TRl I

Figure24. Annex Details Screen

Sites that are no longer used as annexes cannot be deleted using thisform. The division
contact must notify Data Administration for any annex that should be deleted.
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Principal information is reported for the parent school and is
not required for an annex.,

Figure25. Annex Principal Screen
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Focus Area information is reported for the parent school and is
not required for an annex.

Figure 26. Annex Focus Area Screen
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School Division Staff Information

Ed Agency Staff Screen

The Ed agency staff screen provides a listing of your school division staff as listed in the
Department’ s database. Staff member information pre-populated on the screen is the staff
member name, job category, area of responsibility, and phone number.

Schonl and Staff 4 dwinistration 090 - SURRY CO PELC SCHS

Ed Bygency Sraf

Lagt M
e | Find| _Showal |  Add Naw Staf |

Job Categary |

ame | Job Category | Area of Responsibabity | Fhone |E|ht |Delat3
Baker, Joyee H [Direstor (Epecnl B4 |267-2211 | it |[mieta]
g"m’" e |Diedrian |'Fmd Services |2r5?-2975 | Edit| | Deete |
Edweeds, Begina [School Nuese (Heaith Secvices |267-2010 |{Edit] | Deteta’]
Gan. Loy |School Socal Werker  [Sovial Work Servces [267-2211 | IEili| [ S0iite)]
Tonies, Jussita 5. |Coarddaator (Heaith Tervices 267-255% B | Leite)]
Weeks, Teanne A |Adnirastrator | drninsstraticn 2945229 [Edit] [Foeieie]

Figure 27. Ed Agency Staff Screen

To locate a staff member by the last name, enter the last name in the last name field, click on the
Find button. To indicate a staff member by the job category, enter the information in the job
category field and click on the Find button. To review the entire staff listing, click on the Show
All button. To add a new staff member, click on the Add New Staff button. To edit information
on a staff member that is provided on the listing, click on the Edit button. To delete information
on a staff member that is provided on the listing, click on the Delete button. An Ed Agency Staff
screen is provided to delete the staff person with the message “Are you sure you want to delete,
<staff person’s name> from the staff listing?’ Check YES or NO button.
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School and Staff Administration éﬁ;ﬂmmﬂm CTTY FRLC

Ed Agency Staff | Ed Agency Contact:

Are vou sure vou want te delete Cobbs, Alfred fror the stafT listing?

In=sinictions

Log Ot

Figure 28. Ed Agency Staff Delete Screen

An Ed Agency staff screen is provided to add or update the following information for a
staff member: job category, name prefix, first name, middle name, last name, name suffix, job
title and area code and phone number. YOU MUST CLICK ON THE Save BUTTON to save
any changes that have been made. Clicking on the Reset button will cancel any changes,
provided you have not clicked the Save button. From the staff update screen, click on the
Return To Staff List button to return to the staff listing.

The Job Category and the Area of Responsibility define the staff member's position. For
example, if the staff member's position title is Assistant Superintendent for Instruction, the Job
Category would be "Assistant Superintendent” and the Area of Responsibility would be
"Instruction.”

Since the staff database includes names of contacts as well as administrative staff, you
need to identify whether each staff person's name should be included in the Virginia Public

Education Directory by clickingon 'Y (yes) or N (no) to the question "Include in Educ. Directory
Div. Staff Listing?"
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Figure 29. Ed Agency Staff Update Screen

School Division Contact Information

Ed Agency Contact Screen

The Ed agency contact screen provides a listing of staff in your school division who have
been designated as contacts for the Department’ s applications and or programs. Contact staff
information pre-printed on the screen is the application or program name, contact name, job
category and area of responsibility. To reassign a contact, click on the Reassign button. If a
person listed is no longer the contact, click on the Unassigned button for the application or

program.

Instructions

Log Out

School and Staff Administration 090 - SURRY CO PELC SCHS
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Figure 30. Ed Agency Contact Update Screen (Top)

Instructions for Completing the School & Staff Administration Data Collection (Revised 6/2/04)

Page 27 of 30



School and Staff Administration Data Collection
2004-2005 School Y ear

A separate listing is provided at the bottom of the screen for applications and programs in
the Department that do not have a contact person in the Department database. Click on the
Assign button.

-

School and Staff Administration

090 - SURRY CO PELC SCHS e

e
" Tmpartmart of toucation

Ed Agency Contacts

Applications/Programs that Require Contacts to be Designated

| ApplicationProgram | Assign
\4scereditation | Assign |
\4nmual School Report: Financial | Assign |
Instructions |Secondary Student Enrollment Eeport | Assign |
ol |Student Discipline _Assign |
Public Information | Assign |
|Student Enrollment Demographic Form |_Assign |
|Special Ed E=:it | Assign |
[Special Ed Membershin | assian |

Figure 31. Ed Agency Contact Update Screen (Bottom)

A screen is provided that lists the school division staff. To locate a staff member by the last
name, enter the last name in the last name field, click on the Find button or to indicate a staff
member by the job category, enter the information in the job category field and click on the Find
button. To review the entire staff listing, click on the Show All button. Click on the Select
button to select the staff member for the application or program contact.

School and Staff Administration éECSI_iSRIC SNEITT ERLE ) 4

v L
* lazartmart of trucation

Last Mame | Beturn to

Find | Show All | ApphcationProgram
Job Category I & Contact List

To add staff not listed click on Ed Agency Staff tab and then click on Add New Staff Button.

Instructions

| Name | Job Category | Area of Responsibility | Fhone | Select

Log Out Cobbs, Alfred Manager Purchasing 720-6168 | Seleet |
|Hogge, Susan |Manager |Budget |?80—?891 | Select |
Randolph, Sandra Specialist Finance-Payroll 780-7141 | Select |
‘Ajrden, Tane B %;rl;i?:‘t‘mal ‘Speech and Hearing ‘?80-451? Select | 5

Figure 32. Add/Reassign Staff Screen

To add a staff that is not listed, click on the Ed agency staff tab and then click on the Add
New Staff button.
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Staff that are designated as contact persons for the applications and programs must now
have a fax number, e-mail address and address information. Update blank fields for fax number
and e-mail address information. Click on the Save button. The update screen for the contact
person will provide the address information for the school division. If the address for the contact
person is different than the school division address, Click in the check box next to the message,
Staff Addressisthe same as Central Office? Thiswill remove the check and information in
the address fields can be updated. Click on the Save button.

f
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Figure 33. Ed Agency Contact Staff Update Screen

Verification Report

Upon completion of all updates on the web form, click on the Verification Report menu option
(found on the left side of the screen) to access the verification report.  After updating and reviewing the
School and Staff Administration data, print the verification report (see Figure 34) for the superintendent’s
or authorized designee’ s signature. To print the verification report, click on the printer icon on the PDF
menu options.
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Low Grade: K3 High Grade: 07
0L Test Ofiered: ¥ YearRound: N
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Schooks (Continuei)
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School Number:0021
Liwwr Grade: (j
SOL Test Offered: Y

School Name COLONIAL BEACH HIGH

Hich Grade; 12
Year Round: N

Class Sehedule:
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Division Hame : Colonial Beach Public Schools
Division Superintendent/Adminisirator : Or. Alice Howard

Division Title 1 SchookWide Schools
0022 - COLONIAL BEACHELEM.

Division Title 1 Target-Assisted Schools
0012- COLONIAL BEACH COMB.
0022- COLONIAL BEACH ELEM.

Division Paired Schools
Schools That Do not Offer SOL Tests

*** No paired schoal for this division

Pairad Schoals That Offers SOL Tests
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Figure 34. Verification Report
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